DOCOHEHT BESUBE 



ED 127 624 



CS 202 891 



aOTHOH 
TITLE 

INSTITOTION 

POB DATE 
NOTE 

EDBS PRICE 
DESCEIPTORS 



IDENTIFIERS 



Bovaan, Hary Ann 

Books on Business 

the University of 

American Business 

111. 

[75] 

38p. 



Writing and Technical Writing in 
Illinois Library. 

Communication Association^ Orbana^ 



HF^$0.83 HC^$2.06 Plus Postage. 

♦Bibliographies; *Busines45 Communication; *Busin ess 
English; Composition (Literary) ; Higher Education; 
♦Library Collections; *Librciry Materials; *Technical 
Writing; Writing Skills 
♦University of Illinois 



ABSTRACT 

This bibliography contains separate listings for 
business writing and for technical writing. Books written in English 
between 1950 and 1973 are included. Only the most recent edition is 
listed for each book published in several editions. (AA) 



♦ Documents acquired by ERIC include many informal unpublished ♦ 

♦ materials not available from other sources. ERIC makes every effort ♦ 

♦ to obtain the best copy available. Nevertheless^ items of marginal ♦ 

♦ reproducibility are often encountered and this affects the quality ♦ 

♦ of the microfiche and hardcopy reproductions ERIC makes available ♦ 

♦ via the ERIC Document Reproduction Service (EDRS) . EDRS is not ♦ 

♦ responsible for the quality of the original document. Reproductions ♦ 

♦ supplied by EDRS are the best that can be made from the original. ♦ 



EKLC 



rvi 

t — I 

CD 
Ixi' 



US OEPABTMENTOFMEaLTM. 
EDUCATION IWCLFARE 
NATlONi:L INSTITUTE OF 
EDUCATION 

THIS CX5CUWENT MAS SEEN «EPRO- 
OUCEO EXACTLY as «ECEivEO P«OW 

THE PERSON OR ORGANIZATION ORIGIN- 
ATING »T POiNTSOP v»EW OR OPINIONS 
STATEO DO NOT NECESSARILY REPRE- 
SENT OFFICIAL NATtONAL INSTITUTE OF 
EOUCaTiOM POS'TiOn or P0l»CV 



Bulls 




<^ Bnsloess 

Bomnraii WPilHia 

»ll 

Tectwical 
Mh'ilnni 



»£WMlSSJC!w TO PEPRODOCE TmiS COPY- 

w.ghted material has been GWANTEO Bi* 

The American Business 
Qo!™!^ d\?5^J1? n Assn> 

'0 6.»iC AND ORjAN^JATiCNG OPERATING 
ON0£P AQ'-FfVENTS WITH Th:' NA"'lCt\Al >H' 
^iTiTjTf Of rOuCATlON FU^"'ThEP t=-.PPO- 
:4.-CT;C». OUTS'DE 'HE EPiC iV>''EM PE- 
0<u-'r>f-, i^nv '^t^rO'-i Of THE CCPvRjGhT 




A PUBLICATION OF 
THE AMERICAN 
BUSINESS 
COMMUNICATION 
ASSOCIATION 



Hi 

Hninirsihi 

m 



On 




librara 



ERIC 



Thb list includes only hooks tvritU'n in English bctwi'vu 1950 

and 1973 and only the laUst edition of hooks published in several editions. 

The stJjjvet headings used in compilinfi the hihlionraphy iverc: 



Mlitistment letters 

.'\dvertisinit. Direct-wail 

Application letters 

Business annoimccmenta 

Corporation reports 

Commercial correspondent v 

Communication in management 

Employees, Reports to 

Enitlish Uinitua^C'-Business Ent^lish 

English lannuanC'-Rhetoric 

English lant^uat^e— Technical English 



Form letters 

Letter services 

Letterheads 

Resumes 

Report xcritintl 

Sale,"! letters 

Technical ivritinii 

Technical reports 

Technical tcriiint* as a profession 

Communication of technical information 



BOOKS ON BUSINESS WRITING AND TECHNICAL WRITING 
IN THE UNIVERSITY OF ILLINOIS LIBRARY 

MARY ANN BOWMAN 
University of Florida 

BUSINESS WRITING 

Adclstcin. Michael E. 

Contt mporan- business writing. Nt\v York, Random Housi\ 1971. 
^vi. .365 p. 
Adicr, Kenneth R. 

Pathway to your future; the job resume and letter of application. 
Cambridge, Mass., Bellman, 1971. 33 p. Includes bibliography. 
Adventures in selling. Case study report, no. 1, i960- . Garden 

City, N.Y., Direct Mail Advertising Association. 
Ahmad, Tofail 

Commercial English and market reports, for business communica- 
tion students. 1st ed. Dacca, Majid Pub. House, 196(5. xii, 444, 149, 3 p. 
American Business Communication Association. 

The ABCA bulletin. Dec, 1936- . Urbana, 111. 
American Ikisine.ss Press, Inc. Committee on Education. 

Birth of an article. New York, 1966. 45 /. (Writing and editing for 
the business press, 1 ) 
American Mail Advertising. 

.\dver kit, distinctive direct mail campaigns. Boston, 1956. 1 v. 
( unpaged ) 

American Management Association. 

Reports to top management for effective planning and control. 
New York, 1953. 117 p. 
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Supmor-subordinatc coinnuinication in nianagcnicnt, by Nomian 
R. F. Maier and others. New York, 1961. 96 p. ( AMA research studv, 
1) 

Angel, Ju\'enal Londono 

Specialized resumes for executives and professionals. New York, 
K(»gents, 1967. 160 p. 

Why and how to prepare an effective job resume. 5th ed., rev. and 
enl New York, \\ orld Trade Academy Press, 1972. 506 p. 
The Annual report; a document of modem business, v. 1, 1959- 

Detroit, Research Bureaus. 
Archer, Robert M. 

Basic bu.siness communications, by Robert M. Archer and F.uth 
Pearson Ames. Englewood Cliffs, N. J., Prentice-Hall, 1971. viii, 40S 
p. Includes bibliographies. 

A.ssociation of National Advertisers. Sales Promotion Committee. 

Coupon promotions. Edited by Robert M. Prentice. New York, 
1962. xii, 179 p. Includes bibliographies. 
Aunier, Robert Ray 

Effective communication in business, with management emphasis, 
by Robert R. Aunier and Morris Philip Wolf. 5th ed. Cincinnati, 
South-Western, 1967. xi, 644 p. Bibliofiirnfphical footnotes. 
Ballinger, Raymond 'A. 

Direct mail design. New York, IUmhIioIo, 1963. 224 p. Includes 
bibliography. 

Barr\-, Robert E. 

Business English for the 70s; a tcxtworkbook. Englcwood Cliffs, 
N. J., Prentice-Hall, 1970. xii, 351 p. 
Ba.ssctt, Glenn A. 

The new face of conmiunication. New York, American Manage- 
ment Association, 196S. 204 p. Bibliographical footnotes. 
Baty, Wayne Murlin 

English for business. Belmont, Calif., Wadsworth, 1966. xi, 466 p. 
Bell, Harrie Alonzo 

How to get the right start in direct advertising. Garden City, N. Y., 
The Reporter of Direct Mail Advertising, 1954. 76 p. 
Bell, Reginald William 

Be sure you agree. London, G. Allen & Unwin, i960. 160 p. 
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Bcncvcnto. Philip 

Administrative comnur. ication. Ann Arbor, Mich., University 
Microfihns, 1956. xi, 255 /. ( University Microfihns pubHcation no. 
19,371) Ph.D. thesis, Syracuse University. Microfihii copy. 
Bettinghaus, Erwin Paul 

Persuasive coniniunication. New York, Holt, Rinchart and Winston, 
196S. X, 308 p. Includes bibliography. 
Bhatia, Brajesh 

A study in family planning communication: direct mailing, by 
Brajesh Bhatia, D. C. Dubey and A. K Devgan. New Delhi, Centra! 
Family Planning Institute, 1966. 19 p. (CFPI monograph scries, 1) 
Bhattacharyya, Santosh Kumar 

Annual compam* reports. 2d ed. New Delhi, Company Law Board, 
Ministry of Finance, Gov't, of India, 1964. 44 p. 
Biegeleisen, Jacob Israel 

Job resumes; how to write them, how to present them. New York, 
Gro.sset and Dunlap, 1969. 96 p. 
Bovee, Courtland L. 

Better business writing for bigger profits. New York, Exposition, 
1970. 238 p. (E.xposition-Banner book) 
Boyd, William Paxton 

Productive business writing, by William P. Boyd and Raymond V. 
Lesikar. Englewood Cliffs, N. J., Prentice-Hall, 1959. 513 p. 
Bradish. Richard Dwight 

A critical evaluation of the financial information contained in pub- 
lished corporate annual reports. Ann Arbor, Mich., University Micro- 
fihns, 1964. iv, 247 /. Ph.D. thesis. University of Washington. Micro- 
fihn copy. 

Brennan, Lawrence David 

Modern communication eff^ectiveness. Englewood Cliffs, N. J., 
Prentice-f lall, 19^3. 501 p. Includes bibliography. 
Breth, Robert D. 

Dynamic management communications. Reading, Mass., Addison- 
Wesley, 1969. xiii, 217 p. 
Bromage, Mary (Cogan) 

Writing for business. Ann Arbor, University of Michigan Press, 
1965. xii, 178 p. (Ann Arbor paperbacks, AAioS) 
Brown, Leland 

Coinnuinicating facts and ideas in business. 2d ed. Englewood 
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Cliffs, N. J.. Prfnticc-llall, 1970. xv, 443 p. Incliidt's bihlioc^raphics. 

EfKrtivf Inisiiir.-; rt'port writini^. 30 i d. iMijj^U'Wood Clifls, \. j., 
Frt'iitict'-Hall, 1973. 449 p. 
BiickK'>-, Earlo A. 

How to write bt'tttT business letters. New York, McCraw-Iiill, 
1957. 280 p. 

Business Connnunications Conference, W ayne State Uriiversity, De- 
troit, 1950. 

How to improve business eonimunieation. Edited b\- Speneer A. 
Larsen. Detroit, Wayne State University Press, 1951. viii, a-zi p. 
Business connnunications review. \'. 1. 1971- . Downers Crove, 111. 
Butteriiekl William Henry 

Common s, n , • in letter writing. Ent!;lewood Cliffs, X. J., Prentice- 
Hall, 1963. 238 p. . 

Letters that build bank business. Danville. 111., Interstate, 1953. 
100 p. 

Carritbers, Wallace M. 

Business information and accounting systeins, by Wallace M. Car- 
ritbers and Ernest H. Weinwurm. Columbus. O., C. E. Merrill, 1967. 
^^""'^ 734 P- Bibliograpbical footnotes. 
Carter, Robert M. 

Connnunication in organizations: an annotated bibliograpby and 
sourcebook. Detroit, Cale Hesearcli, 1972. ix, 272 p. (NIanagement 
information guide. 25) 
Cerf, .Alan Robert 

Corporate reporting and in\'estment decisions. Berkeley, Public 
Accounting Research Program, Institute of Business and Economic 
Research, Universfty of Califonu"a» 1961. 177 p. Includes bibliog- 
raphy. 

Chamber of Commerce of the United States of America 

Better business relations through letters to employees. Washing- 
ton, 1965. 22 p. 

Business Relations Dept. 

Better business relations through employee annual reports, by 
Robert Newconih and Marg Sammons. Washington, 1956. 36 p. 
Chambers, Raymond J. 

The function and design of company annual reports. Sydney, Law 
Book Co. of Australasia, 1955. 322 p. 
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Chislioliii. Ct'cil 

Coinniuiii cation in iiidustn-. London, Business Pubiication.s, 1955. 
284 p. 

Cliorafas. Diniltris N. 

The coninuniic-atioii harrier in internal management, New York, 
American Management Association. 1969. 76 p. (AMA research pa- 
per. 100) 

Cloke, Marjane 

Modern Inisiness letter-writer's manual, by Marjane Cloke and 
Hobert W'allact-. Garden Cit\-, N. V., Doubleday, 1969. 215 p. 
Coffin. FIarr\- Biiit-low 

Layout file for printers and ad\ t rtisers. New York, Moore, 1957. 
^^'3 P- (Direct Mail Advertising Assoeiatio'n. Research report) 
Cloffin. Richard M. 

Effective coinnnmication of employee benefits, by Richard M. Cof- 
fin and Michael S. Shaw. New V'^rk. American Management Asso- 
ciation. 1971. 124 p. 
Collier, Robert 

The Robert Collier letter book. 6th ed., rev. and enl. New York, 
Prentice-Hall, 1950. xiv, 4(13 p. 
Compeuthum of Aiimial Reports, Inc. 

The compendium of annual reports. Designed by George Pa ton. 
New York. 1904. 1,32 p. 
Cooper, Joseph David 

How to commnnieate policies and instructions. Washington, BNA, 
1960, 34S p. ( B.\A operations manual) 
Cox. Homer Lee 

Factors involved in clarity of lingua ge ana cvaKiation of the chir- 
ity achieved in se lee ted business letters. Ann Arbor, Mien., L^niver- 
sity Microfilms, 1955- 169 /. (University Microfilms publication, no. 
^3'*53) Ph.D. tlicsis. Nordiwestern University. Microfilm copy. 
C^roudi. William George 

Bank letters and reports. New York, Anicrican Institute of Bank- 
ing, lyfn. 492 p. 

DMAA case stud> reports, no. 1-30, 1954-1957. New York% Direct 

Mail Advertising As.sociation. 
DMAA newsletter. Dec. 1, 1952-Mar., 1959. New York, Direct Mail 

.Advertising Association. 8 v. 
DMAA postal bulletin. June 5, 1953-June 1959. New York, Direct 

Mail Advertising Association. 7 v. 
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Damerst, William A. 

Resourceful business eomnuinication. New York, Harcourt, Brace 
& World, 1966. xiii, 527 p. Bibliograpliieal footnotes. 
D'Aprix, Roger 

How's that again? Honiewood. 111., Dow Jones-Irwin. 1971. xiv, 
162 p. 

Dartnell office administration service. April, 1964- . Chicago, 
Dartnell Corp. 

Da we, Jessamon 

Functional business communication, by Jessamon Dawe and Wil- 
liam Jackson Lord, Jr. Englewood Cliffs, N. J., Prentici*-Hall, 196S. 
xviii, 646 p. 



Writing business and economic papers, theses, and dissertations. 
Totowa. N. J., Littlelield, Adams, 1965, vit, 192 p. ( Littlcfield, Ad- 
ams quality paperback, 96). Includes bibliographies. 
Dawson, Presley C. 

Business writing; a situational approach. Belmont, Calif., Dicken- 
son, 1969. viii, 354 p. 

DcMare, George 

Communicating for leadership; a guide for executives. New York, 
Ronald Press, 1968. x, 283 p. Includes bibliography. 
Devlin, Frank J. 

Business communication. Homcwood, 111., Irwin, 196S. .\i, 705 p. 
Includes bibliography. 

Direct Mail Advertising Association 

Code of ethics and standards of practice for the rental and ex- 
change of mailing lists, by Boyce Morgan. New York, 1958. 12 p. 

DMAA preseiits the stor\' of direct advertising. New York, 1956. 
34 P- 

DMAA: the subject director}' for Direct Mail Advertising library 
of ideas. New York, 1961. 29 p. 



Direct mail file of 100 ideas. New York, Moore, 1957. 1 v. (un- 
paged ) 

Direct mail manual. New York, 1962- . 1 v. (loose-leaf) 
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Membership roster. New York. 
Washington newsletter. Washington. 

Your president's report. Mr. 18, 1959- . New York. 

Direet mail list rates and data. v. 1, Jy 1967- . Skokie, 111., 

Standard Rate & Data Scr\'icc. 
Direetory of mailing list houses. 195S- . New York, B. Klein. 
Donnelly, Augustine Stanislaus 

Communieations in modem business. Sydney, Butterworths, i960, 
280 p. 

Dopuch, Nieholas 

Toward a theor\' of information processing in corporate reporting. 
Urbana, 111., 1961. viii, 258 /. Fh.D. thesis, University of Illinois. 
Douglass, Paul Franklin 

Coinniunicatioii through reports. Englcwood Cliffs, N. J., Prentice- 
HalJ, 1957. 410 p. Includes bibliographies. 
Draughon, Clyde O. 

Practical bank letter writing. Boston, Bankers Pub. Co., 1971. x, 
217 p. Includes bibliography. 
Duerr, Carl 

Management kinetics: Carl Duerr on communication. New York, 
McGraw-Hill, 1971. xvii, 214 p. (McGraw-Hill European series in 
management) 

Effective eonimunieation on the job: a guide for supervisors and ex- 
ecutives. Rev. ed. Editors: Elizabeth Marting, Robert E. Finley 
and Ann Ward. New York, American Management Association, 
1963. 304 P- 

Employee relations service. Feb.-Nov. 1939, Jan. 1941-Mar. 1964. 

Chicago, Dartnell Corp. 17 v. 
Floyd, Elizabeth R. 

Preparing the annual report. New York, American Management 
Association, i960. 112 p. (AMA research study, 46) 
Fortune 

How to build a mailing list. New York, T;me, 1956. 31 p. 

Readings in communication from Fortune. Edited by Francis 
William Weeks. New York, Holt, Rinehart and Winston, 1961. 143 p. 
Foundation for Research on Human Behavior 
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CoinimmicAUion in organization: soinr now research findings. Ann 
Arbor, Mich., 1959. 4S p. InchicU'S hibhography. 
FraiJey, Lester Eugene 

Handbook of business letters. Rev. ed. Englewood Cliffs, N. J., 
Prentice-IIall, 1965. .\, 91S p. 

Practical business writing, by L. E. Fraiiey and Edith L. Sclinell. 
New York, Prentice-Hall, 1952. 697 p. 
Fa\shle\-, Dwight Lowell 

A study of the attitudes of industrial management personnel to- 
ward eonmumication. Ann .-Xrbor, Mich., University Microfilms, 1955. 
i6a /. (University Microfilms publieation, no. 15,831) Ph.D. thesis, 
Ohio State University- Microfilm cop>'. 
Gallagher, William J. 

Report writing for management. Reading, Mass., Addison-Wesley, 

1969. 216 p. Bibliographical footnotes. 
Giinore, Frank Forster 

Formulation and advocacy of business policy. Ithaca, N. Y., Cor- 
nell Uni\ (Tsity, ig6S. 72 p. Bibliographical footnotes. 
Goodman, Da\id S. 

President's letter book. Englewood Cliffs, N. J., Prentice-Iiall, 

1970. 311 p. 
GoukUMarks, Lang ton 

Management conununication throuf^h audio-\'isual aids. London, 
L. Hill 1966. 251 p. 
Gnibcr, Edward C. 

Resumes that get jobs. New York, Arco, 19(59, ®1967. v, 150 p. 
Gunning, Robert 

New guide to more effective writing in business and industry. Bos- 
ton, Industrial Education Institute, 1962. 1 v. ('.'arious pagings) 
Harder, Virgil Eugene 

A histor)^ of direct mail advertising. Urbana, 111., 1958. v, 261 /. 
Ph.D. thesis. University cf Illinois. 
Hay, Robert D. 

Business report writing, by Robert D. Hay and Raymond V. Lcsi- 
kar. Home wood. 111., R. D. Irwin, 1957. 352 p. 



Written communications for business administrators. New York, 
Holt, Rinehart imd \Miiston, 1965. ,\i.\, 4S7 p. Bibliographical foot- 
notes. 
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HcndtTSon. Grc"t;i LiiFollctte (Whiteside) 

Business linglisli essentials, by Greta L. Ht^ndcrson and Price R. 
\^oiles. 4th ed. New York, McGraw-Hill, 1970. vi, 21S p. 
Higgin. Gurtli 

Connnimications in tlie building industry, by Gurtli Higgin and 
Neil Je.ssop. London, Tavistock, 1965. 125 p. Includes bibliography. 
Ilighsaw, Robert IBaker 

Connnuniciition in public administration, edited by Robert H. 
High saw and Don L. Bo wen. University, Bureau of Public Adniin- 
istration. University of Alabama. 1965. S9 p. (University of Alabama, 
Bureau of Public Administratioi;, Publications, 96) Bibliographical 
footnotes. 

Himstree:, William C. 

Business com nurni cations: principles and methods, by William 
Hinistrcet and Wayne Murlin Baty. 4th ed. Belmont, Calif., Wads- 
worth, 1969. 479 p. Includes bibliography. 



Business English in conununications, by William Himstrect, Leon- 
artl J. Porter and Gerald W. Ma.\well. Englcwood Cliffs, N. J., 
Prentice- 1 1 all, 19^4. 46S p. 
Hodgson. Richard S. 

The Dart ne 11 direct mail and mail order handbook. Chicago, Dart- 
nell. 1964. 1092 p. Includes bibliography. 

Direct mail showmanship. Boston. American Marketing Servicers, 
1961. .\xii, loi p. (loose-leaf) (Marketing libraiy, v. 1) 
Hoke, Henr\' Reed 

How direct mail .solves management problems. Garden City, N. Y., 
The Reporter of Direct Mail Advertising, 1954. 46 p. 



How to think about direct mail. Garden City. N. Y., The Reporter 
of Direct Mail Advertising. 1951. 49 p. 



How to think about industrial direct mail, by Henry Hoke and 
many others. Garden City, \. Y., The Reporter of Direct Mail Adver- 
tising, 1955. Ill p. 



How to think about mail order, by Heniy Hoke and many others. 
Garden Cit\\ N. Y.. The Reporter of Direct Mail Advertising. 1954. 

.84 p. 
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How to think about prochiction and mailing. Garden City, N. Y., 
Tlic Reporter of Direct Mail Advertising, 1952. 50 p. 



How to think about readership of direct mail. Garden City, N. Y., 
The Reporter of Direct Mail Advertising, 1952, 66 p. 



How to think about showmanship in direct mail. Garden City, 
N. Y., The Reporter of Direct Mail Advertising, 1954, 59 P- 



What you should know about direct mail, by Henry Hoke, Sr. Dobbs 
Ferr\-, N. Y., Oeeana, 1966. 
Howard, C. Jeriel 

Desk copy: niodeni business coinnuinications, by C. Jeriel Howard 
and Donald A. Gill. San Franci.seo, Canfield Press, 1971. ix, 367 p. 
Hiiseman, Richard C. 

Readings in interpersonal and organizational communication, by 
Richard C. Hiiseman, Cal M. Logue and Dwight L. Freshley. Bos- 
ton, Holbrook, 1969. x, 496 p. 

Illinois. University. Bureau of Business Management. 

How to use the mails for sales. Urbana, 1954. 32 p. (Its Bulletin, 
S52) Includes bibliography. 

Institute in Teehnieal and Organizational Comnmnication, Colorado 
State University. 

Proceedings. 1st, 195S- . Fort Collins, Colorado State Univer- 
sity. 

Insurance Advertising Conference. 

Direct mail selling for insurance producers. Philadelphia, 1950. 
47 P- 

International Association of Business Communicator::. 
lABC news. v. 1, 1971- . Akron, O. 



lABC notebook. i93S-Jiine, 1971. Akron, O. 34 v. 
International Trade Union Seminar on Problems and Tecliniques of 
Infonnation within the Trade Union Movement, Galway, Ireland, 
1961. 

Final report, by the Division for Social Affairs of O.E.C.D. Paris, 
Organisation for Economic Co-operation and Developinent, 196... 
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Interpersonal communication in the modem organization, by Ernest 
G. Bomiann and others, Englcwood Cliffs, J., Prentice-Hall, 
1969. xiii, 315 p. Includes bibliographies. 

Ironinan, Ralph 

Writing the executive report. New York, Funk & Wangalls, 1968, 
^^1960, 145 p. 
Janis, Jack Harold 

The business research paper. New York, Hobbs, Domian, 1967. 
lOG p. (Business communication scries) Includes bibliography* 

Writing and communicating in business, Ncm^ York, Macmillan, 
1964. X, 502 p. Includes bibliographies, 
Jac[uish, Michael P. 

Personal resume preparation. New York, Wiley, 1968. 158 p. 
(Wiley series on human communication) Includes bibliography. 
Johnson, Thomas Perry 

Analytical writing; a handbook for business and technical writers. 
New York, Harper & Row, 1966. 245 p. Includes bibliography. 
Johnson and Johnson, Inc. 

Communications in business and industr\% Revised. New Bruns- 
wick, N. J., 1954. 50 p. 
Jopliu, Bruce 

Effective ac^counting Reports, by Bniee Joplin and James W. Pat- 
tillo. Englewood Cliffs. N. J., Prentice-Hall, 1969. 251 p. Bibliograph- 
ical footnotes. 

The Jounial of organizatioaal communications, v. 1, fall 1971- 

Akn)n, O., International Association of Business Conmiunicators, 
Kemp, Patrick Samuel 

A study of the efftxtiveness of c^ntevnporar>' professional account- 
ing literature. Urbana, 111., 1959. 145 i Ph.D. thesis, UnivtTsity of 
Illinois. 
Kleid, Li»wis 

Mail order strategy. Garden City, N. Y., The Rejxjrter of Direct 
Mail Advertising, 1956. 129 p. (Dir(»ct Mail Adwrtising Association, 
Research rt^port) 
Koch, Robert 

What you should know alx)ut business writing, Dobbs Ferr>', N. Y., 
Oceana» 1967* 92 p» (Business almanac series, no. 9) 
Ko<*stlcr, Francis A. 
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Gnwiivc annual reports. Nfw York. National Piil)lic Hflations 
Council of Hfaltli and WVlfaro Sonicos, uj(%). 71 p. Bihlio;^raphical 
rvfi'Tcnccs. 

Konnan, Abraliaiu Konnt'tli 

\V ord association in tlu* niana^ouiont hitTarchy. Url>ana. III., i960. 
\ ii. 105 /. M.S. diesis, Uniwrsity of Illinois. 
Kroy, Isabt'llo A. 

Mflrctivo writ in IX for Inisinoss, In* Isahollr .A. Kroy and Hrrnadftte 
W Mot7.1c r. N'ow York, Ilarcourt, Hract* and World. lyfiS. xiv. 367 p. 
Land). Marion Nfinor\'a 

Business lottors. nu'niorandnius, and reports; a l)asic text in busi- 
ness connnnnieation, by Marion M. Lamb and liui^ene II. lluiilies. 
\e\v York. IlaqxT & How, 19^)7. xiii, 55s p. Inclndes l)iblioiXraphy. 
Lat/.. IIarr> 

The drauiati/atiou and personalization of direet mail! New York. 
1954. ;3o/. (Direct Mail .Advertisinii; .\ssociation. Hesearcb report) 
Lawrence, \elda R. 

Writinu eonnnunications in business, l-'m^lewood Cliffs, N. J.. 
Frentice-IIall. 1964. viii. 145 p. ( Frentice-IIall professional business 
series) Includes l)ibliograpby. 
LeBretou. Prt^ton P. 

AdnunTstrati\ t' intelbuence-inforniation s\ stems, i^ostou. IIout;h- 
ton Mifllin, lyfx). ix. -^oS p. Includes bibliography. 
Lesikar, Raymond \ incent 

Business coinnuinication; theory and application. Rev. rd. Hornc* 
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